Printing at Carnegie Mellon West Coast Campus
Before connecting to a network printer please follow the appropriate directions below.

Windows XP Professional, Windows XP Home Edition Instructions:

From your Desktop go to Start > Control Panel > Folder Options from here go to the tab
View > Uncheck the first option under Files and Folders (Automatically search for
network folders and printers)
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To add a printer to your computer open Printers and Faxes menu by clicking on
Start -> Settings -> Printers and Faxes.

Click on“Add aprinter”, click on “Next” to continue. Select a“Network printer, or a
printer attached to another computer” and click Next.



Select “Connect to this printer (or to browse for aprinter ...)", type one of the following
names:

a) \\printsrv\topaz - 2nd floor kitchen area

b) \\printsrv\ruby - 2nd floor open space/cubes area
¢) \\printsrv\emerald - 1st floor reception desk area
d) W\printsrv\diamond - 1st floor copy room area

Click on Next and select Y es when you see the fol lowing message:

Thiswill install the driver for the printer and prompt you whether you want to make this
printer adefault one. At that point, click Finish, and you' re done.

If you need further assistance please contact help@west.cmu.edu or by phone at:

650-335-28109.
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